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Course Information

Course Description

This 45-minute workshop gives participants access to memo writing tools, tips, and techniques, including a live practice
session.

Room Set-Up

Participants will attendin person or via Webinar. The classroom will be arranged with maximum distance to meet
current health regulations. Remote participants will join at the scheduled time of the sessionand participate live via

WebEx Meeting.
Duration of Course
Memo Writing Workshop is designed to take 45 minutes to complete.

Target Audience

Member office staff who currently or will one day write memos for Members, Directors, Chiefs, or other decision-
making staff.

Class Size

The number of in-person participants will be limited by classroom size. Unlimited online participants may join.

Course Objectives

Given the successful completion of this course, participants will be able to:
1. Understand how and why memos are used in Member Offices
2. Reviewand analyze example memo formats
3. Learnand practice how to structure information in a memo

Instructional Approach

This course will be designed as a discussion-based, hands-on session for an in-person audience/live webinar. Instruction
will involve:

) Poll questions and open-ended questions
o Individual brainstorming

. Categorization and grouping of ideas

o Practice
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Course Agenda

Sectlon TOpIC
m

Welcome Tech Overview, Facilitator Introduction, and Course Overview
1 9:00 Warm-Up Activity: Poll 1:00
Intro to Memos Types and uses 6:00
Dos of Memo Writing Recommendations from experienced House staff 6:00
2 12:00 Practice Concise Writing  Activity: Get to the Point 3:00
Don’ts of Memo Writing Common pitfalls 3:00
Structure ofa Memo Component parts explained 9:00
3 11:00
Knowledge Check Activity: What’s missing? 2:00
Final Activity Activity: Complete a Memo 10:00
4 13:00
Course Conclusion Wrap-up, review objectives, Q&A 3:00

o a0, | &0
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Course Facilitation

SeCtion 1 e Welcome

e Warm-Up

Duration 9:00 e Introto Memos

Slide Image / Directions Notes / Script

Slide 1 — Title
Duration 1:00

B~ B

Congressional Staff Academy
Writing Workshop Series

Memo-Writing
TS,

Slide 2 — Introduction Action: Advance slide.
Duration 1:00

Introduction Script: Welcome to Congressional Staff Academy’s Memo Writing

- Image of Facatator Workshop. I’'m [NAME] and I’ll be facilitating our sessiontoday.
= Faclitator background and comtact Info

Course Objectives
1. UINCarstand haw and wivy Mamds an wsed in Member Omioes
2. Raviow and analyie aeampks moemos

S L st s e b Script: By the end of this workshop, you will:
1. Understand how and why memos are used in Member Offices

2. Reviewand analyze example memos
3. Learnand practice how to structure information in a memo

Slide 3 - Agenda Action: Advance slide.
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Duration 1:00 Notes: As you walk through the agenda, set the tone for the course

with enthusiasm.
TWTlelmes T = =
lAgenda

Script: Our agenda today includes:
e AnIntroduction to Memos
e What arethey, how do we use them, why are they important?
e Dosand Don’ts of Memo Writing
e Includes recommendations from experienced House staff
e How to write concisely
e Structure of a Memo
e Write memos that look, and are easy to read
e We'll look at example House memos
e Final Activityand Conclusion

TR R P GO R

« An Introcuction to Memos
= Dos and Don'ts of Memo Writing
« Structure of a Memo
= Final Activity and Conclusion

This course moves really quickly so please write down and hold on to
your questions until Q& A at the end.

Slide 4 - Warm-Up Action: Advance slide.
Duration 2:00

Script: Let’s start with a quick warm-up. Online participants can select
responses in the poll that we’ll post now.

Warm Up 1. Rateyour skill with writing a Memo (ex: 1-Poor to 5-Excellent)
1. Rt yur skill with writing = Mems (s 1 Boor 10 5 Eestlensy. | 2. VWDt is your biggest challenge? (Select all that apply)

Not knowing what is expected of me

Struggling with proper formatting

Editing and Proofreading skills

Getting to the point/summarizing

Consolidating information

Too wordy or complex language

Not including enough information

2. What i your biggest challenge? (Select all that apply)

a. Mok krowing what i eepecied of ma
b Shrugghing with propar fonmatiing

. Editing and Proofreading siils

o Gefling to the pointisummanzing

. Consclidating information

£ Too woddy of COmpias Rnguace

3 Mot incleding encugh information

N N

While we wait for responses to come in, I’m looking for someone to
volunteer.

Action: Ask, “How do you use memos in your office?” Check for
volunteers to share. Explain your own experience if time allows.

Action: Readthe poll results. Point out the popular responses andany
trends you see.

Slide 5— Why Use Memos? Action: Advance slide.
Duration 1:00

Script: Members and other leaders do not have time in the workday to
read every inter-office communication and proposed legislation. They
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e cannot follow every changein the political landscape through media.
? . .
Why Use Memos? They cannot personally hear responses from each of their constituents.
B -~ i ] [
» Leaders must regularly make decislons based on more
Information than they can aigest

A Member Office, and other offices at the House, have too large a
scope of responsibility for any one person to be up to date on all that’s
going on.

However, Members and other leaders find themselves responsible for
knowing it all anyway! They must regularly make decisions based on
this wealth of knowledge, and their success depends on doing this

well.
Slide 6 — What is a Memo? Action: Advanceslide.
Duration 1:00 Script: One solution to this problem is writing memos! Memos are very
brief, informative, written communications that aid in decision-making.
Memos:
What is a Mema?
[ 1. Cover only one topic
e ety ot s 2. Give a holistic assessment of facts and summary of opinions
3. Falw an craanznd and recognizatin st 3. Follow an organized and recognizable structure that makes it easy
4 Anc writion in condisa languagi
L Ghaa coniod 1o put tha decishon intbo: perspective tO read
T S e e e s 4. Are writtenin concise language that removes unnecessary words
7. Offer a chesar recommendation

5. Give context to put the decision into perspective

6. Provide actionable guidance to the member or leader, including
the risks of action and non-action

7. Offer one’s own thoughts along with a clear recommendation

Ask yoursell: How do these details fitimo the big piclure?

So, to write a good memo is to consider quite a lot! Don’t worry, we'll
cover all of these throughout the workshop.

Members and other leaders want to know the important details and
see how those details fit into the big picture. Depending on what type
of memo you are writing, you should include different details.

Slide 7 — Types of Memos Action: Advance slide.

Duration 2:00 Script: We've asked around the House to understand which situations
justify writing a memo, and what types of memos House Offices
regularly use. Here are some common memo types.

1. Meeting Prep Memo
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Types of Memos

1. Mecting Prap Mamo

2. Mesating Memo

3. Schaculng or Evart Mevo
4. Lagishation or Policy Memo
5. Hoanng Prep Mema

E. Hoarng Mamo

7. Committoa Markup Momo
B. Moved

Slide 8 — Intro Recap
Duration 1:00

a. A memo that prepares a Member or other leader for a
meeting they will attend
b. Includesthe logistics, agenda, context of the meeting, and
what your office is looking to get out of it, attendees and
their relationship to office, prior interactions with
staff/member, or suggested questions or points of
discussion
Meeting Memo
a. Anaccount of a meeting that happened
b. Includes attendees, topics covered, takeaways/lessons
learned, action items
3. Scheduling or Event Memo
a. Adescription of an event or trip and related activities
b. Includes anitinerary, schedule, important attendees,
associated costs, and the pros and cons of attending
4. Legislationor Policy Memo
a. Arecommendation to support or not support some new
policy or legislation
b. Includesa summary of the change and the political gains
or fallout associated with supporting or not supporting
5. Hearing Prep Memo
a. A memo that prepares a Member for a hearing they will
attend
b. Includes talking points to support their position, the
strengths and weaknesses of that position, expected
outcomes
6. Hearing Memo
a. Anaccount of a member’s participationin a hearing
b. Includes media response, feedback, and general outcome
7. Committee Markup Memo
a. Anaccount of a committee markup
b. Includesthe result of any votes and amendments

Memos can help prepare for a townhall or provide talking points for a
speaking engagement. You will find memos are effective in Member
Offices, District Offices, Committees, and anywhere leaders in the
House make decisions.

It’s important to note that the format and use of memos vary
significantly between offices. Ultimately, a memo is a tool to help your
boss; So be sure to prioritize their needs.

Action: Advance slide.

Script: So far, we’ve learned several reasons memos are critical to an
Office. They:
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e Canbe used to recommend decisions, actions, and new legislation
Intro Recap e Document events suchas constituent and stakeholder meetings
Memoe: for future reference
e e e, e e e e Get your leader and office on the same page

* Document events such as constiuent and shikphoider mestings for relenence
* Gt your leader and office on The samea [age

Action: Checkfor volunteers to add to this list. Ask, “Does your office
e Doas your ofMce use memos In othar waye? . ”
use memos in other ways?

Script: Now we’llmove on to talk about the right and wrong ways to

draft an effective memo.

e DosandDon’ts of Memo Writing
e Practice Concise Writing

Slide 9 - The Dos Action: Advance slide.
Duration 3:00

Script: Just because memos are short doesn’t meanthey are easyto
write. In fact, the opposite is true. “Vigorous writing is concise.”
“VIGOROUS WRITING IS CONCISE."
The Dos L T What this essentially means, is that it’s difficult to fit a lot of details
into very few words. And yet, we’ve already covered how important it
is to include those details.

To help you with this challenging task, we’ve compiled a list of memo-
writing tips and techniques.

Do the following:
e Beconcise and direct
¢ Your memo should take under one minute to read. You want it
to be consumable “at a glance”.
e Only include information that is:
o Directlyrelevant tothe topic
o Helpful to your Member or leader
e Apply concise writing techniques to choose the best words and
remove the rest
o We'll cover these techniques later
e Beorganized
e Usea template or standardized format
o Why re-invent the wheel? Create or use a template
and get a head start every time you write a memo.
e Usebullets
o Usebullets for every list of items or steps
e Proofread
o Writing is notoriously difficult to do without error.
There are editors in every writing industry.



MEMO WRITING WORKSHOP - FACILITATOR GUIDE

Slide 10 — The Dos (Continued)

o Find an editor in your office or be your own!
= Trystepping awayfrom your writing for an
hour and then proofread it with fresh eyes
o Spelling and grammar errors cause confusion and can
make the author seem untrustworthy, (What else did
they get wrong?)
e Structurethe document
o Structureis the waywe order and categorize
information on the page
o We'll cover this in detail later
Be logical and objective
e Useimperative language
o A cooking recipeis a good example of this type of
language
o Createasequence of statements todetermine how to
reacha goal
e Provide both sides of an argument
o You'll most commonly see this done as a pros and cons
list
=  Pros and cons lists are very popular and very
helpful logic tools
= Useful when you have to choose between “A”
and “B”
e  When creating writtenarguments:
o Layout eachpremise clearly
o Provide evidence for each premise
o Drawaclear connection to the conclusion

Action: Advance slide.

Duration 3:00

The Dos
B Logical
and
andl:nmd Oibjective
Ba
Coreditoant
Focused

Be helpful
e Useabsolutely clear language
o Avoid pronouns altogether and be very specific about
who and which things you reference
o Usenames and labels that are familiar to your
Member or leader
e Offer talking points
o If your Member will speak at the related meeting,
hearing, townhall, or other event, prepare talking
points that are relevant to the audience and goal for
him or her attending
e (Citethe opinions of important others
o If someone’s opinion is of importance to your Member
or leader, consider including it
o Insomeexamples, we’ve seen that the author gets
signatures fromtheir LA, LD, and Chief on the memo
to verify office buy-in

10
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Slide 11 — Activity: Get to the
Point
Duration 5:00

e Include sources and points of contact
o Who did you contact to validate the information?
= |sthatsomeone your leader knows? You may
want to specify who they work for or other
details.
o Which other sources are informing your
recommendation?
= Don’tcite sensational media
= Usesources that your boss trusts
e Follow Directions
o Ifyou are given specific instructions for writing
memos, follow them
e Beanalytical
e Include data
o Budget-relatedissues require financial analysis
o Calculate percentages and other meaningful data
e Predict outcomes
o What canyour leader expect out of an event or vote or
decision?
o Prediction is hard. Those who can do the work and see
a few steps ahead are incredibly valuable to any
leader.
e Considerrisk
o Controversialissues require analysis of political fall-out
or buy-in
o What's the worst-case scenarioif you’'re wrong?
e Beconstituent-focused
e Provide atieback to the constituents or office when
appropriate
o How does this decision affect “my” people?
e When offering talking points, write with a local touch

So, that’s our list of dos. Let’s take a moment to think about them.

Action: Askthe class, “Did anyone see something here that they find
particularly interesting or surprising?” Explain your own thoughts if
time allows.

Action: Advance slide.
Script: The following activity will allow us to practice writing concisely.
Directions: Review and rewrite the following wordy statements

provided. You can write in bullets or in short sentences. I’ll give you a
few minutes. Follow these tips:

11
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.- ¥ e

Actlwty Get to the Point * Usethe bestwords

o Strong vocabulary provides deeper meaning in fewer

Dlrectlons Review and nawrne the following wordy

statements prwtoa‘ In butiets or In short sentences. WOFdS
1) Tha Commimea did Sinally et back (o s and forundtly thay 20 In favor of PY Be direct and specific
the intiathe.
PN o S —— o Trysticking to one idea per sentence
e el e o Avoid pronouns
S 3} In coa wuch axampke, 1200 employees that are tationad in Rhode ksland am [ ] Use Clearlanguage
. ataolunely vial to ensuning that the equipment and faciities wsad in rescucs ) ) .
propary maintanod and working as epected. Should thar rumbarns e
&M'mwm:nvﬂumcmmlmwnmm attompts O Slmpllfy and Shorten Ideas
10 rescue Ssharman at 503 who ane in troubic. o Avoid passive VOice

1. The Committee did finally get back to us and

fortunately they are in favor of the initiative. Break: Take three minutes to let the class complete the activity.

Action: Ask, “Would anyone like to share their shortened versions of

2. Not only do the local and national groups
these statements?” Checkfor volunteers. You may also ask:

want to support the bill, but they would also
like to know how to they are able to help, and e Did anyone manage to shorten this example to five words?
specifically would like to know of any e Did anyone find this more difficult than you expected?
suggestions you may have.
Action: Iftime allows, read following example answers.

3. Inone such example, 1200 employees that 1 The Committee replied in favor.
are stationedin Rhode Island are absolutely 5
vital to ensuring that the equipment and
facilities used in rescues are properly
maintained and working as expected. Should
their numbers be reduced, there could be a
significant effect on the response time in
attempts torescue fishermanat sea who are
in trouble.

Many groups support the bill and now want suggestions on how to
help.

If you lay off these maintenance and workers, it will take longer to
rescue fishermen in danger.

Script: At the end of this training, we’ll provide links to resources
where you can learn more about concise writing. You will find this is a
very valuable skill for work at the House.

Slide 12 — The Don’ts Action: Advance slide.
Duration 4:00

Script: Let’s move on to our Don'ts.

The Don'ts Don’t do the following:
= Don’twrite walls of text
o It’s much more difficult to read “walls” of text than it is
well-spaced-out information
o Breakup paragraphs of over three sentences
= |fyou are writing concisely, eachidea should be
clearand its own separate sentence

o Don’tuse memos when the topic warrants a lengthier
explanation
= |fyou can’tshortenor remove the textto less than
one minute reading time, consider another
medium, such as a report
= Don’tlose focus

12
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Slide 13/14 — Activity: Analyze
Example Memo
Duration 5:00

o Combine different topics in one memo
= Sometimes a subtopic or background deserves its
own memo
o Don’tinclude information that is important to you,
personally. Keep your Member or leaderin mind as this
memo is a tool for them.
e Don’tfail to prepare
o This is likely the worst mistake you can make
o When you author a memo, you are taking responsibility for
the information included
= Don’tforce yourself into a decision. If you are
unable to make a conclusion or decision yourself,
sayso. Then, include the pros and cons and
relevant data.
o Don’tforgetto include relevant stakeholders
= |t’syour job to seek out potential allies and
contributors before moving forward without them
e Don’tspeakfor others
o Don’tfabricate buy-in or assume the thoughts of others
o Ifthisis an important decision, consider double-checking
with very important people
e Don’t write memos on unimportant topics
o Memos are formal documents for important decisions and
events
o Do not use this medium for informal or everyday decisions

If you cansimply avoid some of these common pitfalls, you'll greatly
improve your writing.

Action: Askthe class, “Would anyone like to add to this list? Does your
member or leader have any preferences for how you communicate with

them?” Explain your own thoughts if time allows.

Script: Now let’s take a look at some real memo examples.

Action: Advance slide.

Script: Here is an example memo used at the House that was kindly
provided to us. Some information has been removed.

Directions: Review and identify dos and don’ts presentin that memo.
I’ll give you a couple of minutes.

Action: Advance slide.

Break: Take two minutes to let the class review the memos.
13
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— - ————
Activity: Analyze Example Memo | | . ) ) L B
e — - = Action: Ask, “Did anyone identify a do or don’t in these memos?” Check
Directions: Review the following memo and identify |

g reraes e -'-for volunteers.

’ f::'..‘- i

IAction: Iftime allows, follow the scripts below to describe some
yourself.

e Do-Drawconnections. The NOTE section reminds the
Member that this bill is similar to another bill they support.

e Don’t—Berepetitive. “Bridging a skill gap” is mentioned twice.
Remove superfluous language.

FrRgeaT of 4343y Bt seaser

130T SEREMICH DA 3N M3 Eriige T 10 BE G0 By BTG
a1 ot devaicpeee

O Sy aceazeg Pe Geart
12 e, Tha bl arance o

Structure ofa Memo

Durat|0n 1100 KnowledgeCheck

Slide 15 — Structure Action: Advance slide.
Duration 9:00

Script: It’s important tostructure your memos strategicallyand

consistently so they are quickly and easily understood. Each Member,
Structure Chief and other leader has their own preference for what they want to
see. This could include everything down to font size.

Address Lines

Backgrouna Outside of those preferences, you may want to include the following

Subject sections when structuring your document.
e Address Lines
o Thesearethe “to/from/date/RE:” fields of a memo or
email
o |faMember has five memos on her desk, she’ll look at the
Subject Line and Sender to decide which to read first
=  This information is also prioritized in Microsoft
Office products
o Clearand straightforward subject lines make it easier to
file the memo
o Justasamemo is a condensed version of some
information, you must condense the purpose of the memo
into one subject line

Suggestion

Speclalzed Text

14
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= Usethe concise writing techniques you just
learned!
o Askyour Member how they’d like to be addressed. We've
seenthat some go by their initials in these documents.
e Subject
o Start with the main subject or take-away when possible.
You need toget tothe point!
e Background
o Provide the context you feel your boss needs to know.
Examples include:
= Deadlines
=  Growing intereston anissue
= Constituentimmediate need
e Specialized Text
o What type of memo is this? We covered which specific
information you should include earlierin the training.
e Suggestion
o Make clear what courses of actionare available to the
member/leader
“Game” out the risks and outcomes of each
Get buy-in via signatures or recommendations

If you canfollow this structure and manage to exclude anything else,
you'll have written an effective memo.

Slide 16/17 — Structure Examples Action: Advance slide.

Duration 2:00 Script: Take a look at the next slide to see a memo with the structure

labeled.
T A I .

Structure Examples

Action: Advanceslide.

* How i the author format the address lmes? What information did thay

2 Inchde?
§ ¢ Whoro is the sugoestion loastad? & it clear?

1o What type of specialized taxt did the aghor nclude? & @ afecthe?

*  How much background infommation & inchaded? Is & relevant?

* Dogs the subject make tha problam of goal chaar?

Consider some of the following:

e How did the author format the address lines? What
information did they include?

e  Where is the suggestion located? Is it clear?

e What type of specialized text did the author include? Is it
effective?

e How much background informationis included? Is it relevant?

e Does the subject make the problem or goal clear?

Action: Ask, “Would anyone like to answer one of these questions?”
Check for volunteers. If time allows, provide an answer to one of the
questions yourself.

15
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Slide 18/19/20 — Activity:
Knowledge Check
Duration 1:00

. _— Action: Advance slide.
Activity: Knowledge Check

- . . . .
Dictioniz Label e s6ctions Of i ARG Bl Directions: Goahead and label the sections of the following memo.

Break: Take one minute to let the class complete the activity.

Action: Advance slide.

TO: TR RAMNING MIMELAS

Action: Ask, “was everyone able to identify the sections?” Entertain
e any comments or questions.

2000
B TRLANG MASC COLEL PORT OF VIRGNIA

Thas Port of Virgela ix 8 s por it W ICE 1 e G50 Lot Tt
Shec, Emcicane e o g P 24 Courtiar WOUES Te workt 1 31 Jarage weac
F.0re 1933 40 v arions] COERrEL EOOIEDAK 332 1ThCO (k=T idMAlh W6 AATVERT B C0d PATIE JTIEIR

Action: Advance slide.

£iec ' wioe - boex D00 TEUR % +45.302 TEuk
TELL st 3 198 1at e yuaon. Tha parr
Fals %0 O Mk Wiy 137 MV B0 WU TSy

& Project Wes an nv«ans.w /xn Ax Coudt SOme 1D - A lnave - Vg Ay . 7 .

o o s e s e ceennn seen o0 st i MSCFiPE: Here you can see we’ve labeled the structure of this memo.
AV v et Calags T T M uw. weisen Camet by U5 Cone Cunrt mazicricrs and

AROW 10 Port 13 Dathr 16798 X CHIDTEIE 19 COTIOTeRARS Of Vingaa a0d T U
Bt Caar Faes

4 Oriy Faet Come 3ot saveccae
4 A% o cago aThes 30T Cepar
+ The port hae crawes mom P e pant 4 peare

o VIgiola B T acons egaet ay corvc 50 e Do Cosn
o Toes Facers Wvwiomanr $735 4 mSon

Action: Iftime allows, point out any sections that weren’t covered by
the participants.

Now that we’ve covered Dos, Don’ts, and structure, | thinkwe are
R s v e e ey s ssesssw | |ready for the final activity.

SERT AL Marice 13 403 O Vipiia Wi COMMCTARA \3 7254 COLPEIAA MTAEH T warkd 11 3 Jvarage

Banit SR oA, T8 rt CEPER AR & FIepatng f3 1600 MG 13 000 TEU ethatt % tha fmet e yaas. The porr
. wewng Manar wnt

w—" el

Martal MarBec & Caanreis Profect W ar acciieral e e o eIt anga -
eated Wit £330 TAME CAIRa aGLIoM 13 HASLIBRES Cf Pba oAl the LS 0 A0 are |
AN NSy YA AN PIVACT Calhpd 0 COMT MITA) WS TR vaiBen Cumat by UG Cuast Gawd apicions and
--Mumunummm—n—uﬂum mn.ti_mm

Fromess. s 304, u—«..mmh#mmmm--—'—mm-dmml

B
+ The pest fus Lrawat
o NIpIS & Tes Sacord LwgR! 3JSCTY ACIN: SF the Fae Comet
+ Tesw Fadern et 06
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Section 4 e Final Activity

Duration 13:00 e Course Conclusion

Slide 21/22 — Activity: Final Action: Advance slide.
Activity
Duration 10:00

Script: For the final activity, we’ll write our own memos.

Directions: From the information provided, and using tips and

2 e mewwwm—yu techniques covered throughout this training, write an effective memo.
Activity: Final Activity 2 I'llgive you several minutes and am here for questions.
LY T An.S FECCCEENENESENS.. —_—

= Directions: From the Information provided, and using tips i . .
and techniques covered throughout this training, write an Action: Advance slide.
effective Meeting Prap memo
> . .ope . .
Break: Take two minutes to let the class familiarize themselves with
the activity. Monitor chat and in-person questions.

Script: Here is a tip; Start by structuring your memo. Sort information
into each section. Then, clean up eachsection.

|
rBreak: Take six minutes to let the class complete the activity. Monitor
Echat and in-person questions.

o et s ScFipt: Hopefully you all had enough time towrite a memo you are
Ry e q happy with.

i e s e ey s s Action: Debrief with the following questions:
e e e e o ey e What was the most important content you felt needed to be
included in your memo?

e What was your biggest challenge in completing this activity?

Slide 23 - closing Slide Script: That wraps things up for our Memo Writing Workshop, thank
. you so much for attending! We hope you now know:
Duration 3:00 e How and why memos are used in Member Offices
e What you should include in a memo

We'd love your feedback! e How to structure an effective memo
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Check out our other writing workshops! SCFipt: Additional training opportunities relating to memo writing are
e ' provided in links in the participant workbook.
e Using Logic in Writing Purdue OWL
e Concision Purdue OWL
e LinkedIn Learning keyword “Concise Writing”
s S o There are many writing courses available
o Business Writing
o Considerations for Memos

Congressional Staff Academy Website
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https://owl.purdue.edu/owl/general_writing/academic_writing/logic_in_argumentative_writing/logic_in_writing.html
https://owl.purdue.edu/owl/general_writing/academic_writing/conciseness/index.html
https://www.linkedin.com/learning-login/share?account=2980898&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Ftips-for-better-business-writing%3Ftrk%3Dshare_ent_url%26shareId%3DLrdwkU4cR2S%252FCM2HhB%252B%252BRg%253D%253D
https://www.linkedin.com/learning-login/share?account=2980898&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fbusiness-writing-principles%2Fspecial-considerations-for-memos%3Ftrk%3Dshare_video_url%26shareId%3Dm5abKgiUTbegr5yrbtQJ3Q%253D%253D

MEMO WRITING WORKSHOP - FACILITATOR GUIDE

The last page of the participant workbook is a one-page guide that
condenses the content covered in this course. Use this tool to create
your effective memos!

Good luck and thank you so much for attending!

Notes: Well done, facilitator! You can provide feedback to this guide
directly to the Congressional Staff Academy.

Script: We are now open for Q&A!

Action: Answer any questions the class may as time allows
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